
[image: image1.jpg]0

girl scouts
of eastern iowa
and western illinois




SERVICE UNIT MONEY MANAGER CHECKLIST
AUGUST/SEPTEMBER

· If new Money Manager:
· Meet with previous money manager.
· Collect checkbook and all money manager info. 

· Change signing names at bank.
· Balance Service Unit checkbook.
· Prepare and present Service Unit money manager report at Service Unit meeting(s).
· At first Service Unit meeting, remind troops to update Bank Account/ACH forms.

· Make list of all troops in service units and where they are keeping their checking accounts

· Request that all bank account forms be sent to you, then forwarded to Council Finance office.  (optional)
OCTOBER-MAY
· Work with Event Coordinator for any financial needs for Service Unit events.
· Report finances at end of event.
· Pay Service Unit bills.
· Balance Service Unit checkbook.
· Prepare and present Service Unit Money Manager report at Service Unit meeting(s).
· Keep up with all new troops forming to make sure they have a checking account.

MAY
· Work with SU Team for Plans for coming year.
· Balance Service Unit checkbook.

· Pay Service Unit Bills 

JUNE – AUGUST

· Work with Event Coordinator for any financial needs for Summer Service Unit events.
· Balance Service Unit checkbook.

· Pay Service Unit Bills
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